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2801 E. 120th Avenue, D-107




303-525-8392
Thornton, Colorado 80233




lukedog35@yahoo.com
_____________________________________________________________________
Summary of Qualifications
Skillful and dedicated Administrative Assistant with extensive experience in the day to day operations of administrative functions. 
· Good communication skills 



-  Customer support 

· Tracking and Recording



-  Data Entry

-   Computer Knowledge of: Outlook, Word, Excel, PowerPoint, Lotus Notes
Professional Experience

Administrative Assistant II

ProUnlimited, for Sandoz Inc.



1/2011-7/2012
Broomfield, Colorado 80020
Provide Administrative support for Directors, Managers, and Project coordinators. Scheduled meetings in Outlook, set up rooms for meetings with equipment i.e. video conference, teleconference, and presentations, made sure that the room was set up for the appropriate amount of participants. Filing of documents, set up new vendors in SRM (Supply Records Management) systems, created Purchase Orders for vendors, archived documents using File Surf and following up to make sure boxes were retrieved and stored in the archives, created Deviation spreadsheets in Excel for tracking and updating for entire QA department, created Remediation templates in MS Word for entire company and departments to use, maintained office equipment, maintained office supplies in all departments. Participated in the companies training of SOP’s (Standard Operating Procedures) and cGMP’s  (Good Manufacturing Practices).
Patient Care Technician 
DaVita Dialysis





2/2010-1/2011

Longmont, Colorado 80501

Provide patient care to acute and chronic End Stage Renal Disease patients. Set up of machines for patients on dialysis, review prescription for each individual patient to accurately program the dialysis machine for that patient, access patients when they enter the center, place the patient on their machine and monitor patient’s vitals while on dialysis. Participated in quality improvement programs and training requirements and complied with DaVita Policy and Procedures in accordance with state and federal regulations for patient care and services
Administrative Assistant

Sun Microsystems




4/2000 - 3/2009
Broomfield, CO 80021

Provide Administrative support for Directors and Managers. Scheduled meetings and made sure that rooms were set up for the meeting i.e. video conference, presentation material, teleconference set up. Managed calendars, submitted and tracked business travel expenses, set up domestic and international travel for director and managers, prepared and set up new hire work environments, maintained office supplies, created purchase orders, maintained office equipment, created and maintained department personnel files. Participated in team building events.
Product Development Secretary

Geneva Pharmaceuticals, Inc.



12/1993 - 4/2000
Broomfield, CO 80038

Prepared State Formulary applications for Geneva Pharmaceutical products, maintained database for Formulary product status reports, coordinated formulary and customer bioequivalence study summaries as needed. ANDA (abbreviated new drug application) preparation for filing of drugs for approval by the Food and Drug Administration, made domestic and international travel arrangements, calendar management, general filing, typing of memos and correspondences, maintained office supplies and office equipment. Participated in company training of SOP’s (Standard Operating Procedures) and cGMP’s (Good Manufacturing Practices).

Education
Pima Medical Institute - Denver, Colorado

5/2009 - 3/2010

Medical Assistant Certificate

Denver Business College - Denver, Colorado

5/1987 - 5/1989

Legal Administrative Assistant Certificate

